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T F s p o r t a t i o n  Agency 
No. 2 C a D i t O l  Sauare 

I .  I Wilbur Pate 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. 0 NO FURTHER ACCUMULATION ANTICIPATED 

D. 
Yh.* 1. t k  F r n C C I r n  0 ,  the  o r f l r e  I n  *id I.,- record I I , , e .  cre.Lrd 

The function of the o f f i ce  i n  which t h i s  record ser ies  is created is t o  procegs.pirym1' 
documents t o  
More specifically,  t h i s  se r ies  is created i n  carrying out the  function of payroll  auditing 
t o  es tabl ish va l id i ty  of payroll  sowce documentation. 
it i s  used a6 a reference for making corrections u n t i l  the  source documentation necessary for 
print ing checks and a check register is correct.  

account for and make payment t o  employees f o r  services rendered t o  the  State .  

U p n  finding such documentation invalid,  

-- - _P 1 ~DISC"I,,IOI 0,  5 1 1 1 1 5  - Inriuds lor. .* L .*I. il'i- I <  ."Y u 11,. .r ", ,, 

i n  order to establ ish t h e l r  va l id i ty .  
documents; whereas,these errors  may be corrected. 
p r in t  out. 

Payroll M i t  F i l e  - A cunputerized control used i n  auditing cer ta in  payroll  document 

The errors  a r e  indicated i n  the form of a 
The se r i e s  w i l l  indicate errors made on cel-tain payroll 

Once all errors are corrected, t h e  checks and check r eg i s t e r  may be printed. 
This record is basical ly  a mlticolumnar chronological arranged docum5nt. 



L . * ,a  \ 

Y E S  NO 

13. Is t h i s  the Record Cbm of the  ser ies?  ,i M 11 
14. Is there  a duplication of t h i s  se r ies  i n  apother of f ice  o r  agency? [I [lx 

m [ I  

16. Does the  se r i e s  con tgn  c lass i f ied  information requiring security handling? 

18. Could the fbct ion be performed if the f i l e s  were l o s t  o r  destroyed? 

Ih------< ~- -~ ~ Q E s T I o N N A I E  P I ~ .  .. ex. 1. t.. ,,O,.r e ~ i u m . .  2, ....er 1. -rns: ,I.... .zP~.L. c - -~- 

, I  

15. Is the  infonuntion contained ih  t h i s  se r ies  ever sumnarized or published? 

~ : I 1  
r 

-. 

17. Does the se r i e s  document . policies  and procedures of agency’s operation o r  function? [ ]  
~. -~ . . . .. .... 

[d [ I  
19. Is the se r i e s  (or major portion of it) regularly microfilmed? If yes,  why? [ I  I t  

20. Does the record ser ies  provide data as input t o  an EDP f i l e ?  11 [t 
21. Does the record ser ies  contain documentation produced as EDP printout? [3 [ I  
22. Is the ser ies  affected by Federal or  grant funds? 7 -  t 1 [% 

~. 

23. W i l l  there  be .~ a need for  these records 10, 15 years from now? If yes,  what? [ I  F2 
.~ . ~- 

~~ ~ ~~ - ~~ - ~- - ~~ 

.. 24. REQUIREMENTS. The following requires the f i l e s  t o  he kept i)m ~ years : 

a.[]STATE b.[]STATUi’E OF c.[]AUDIT d.[]FEDERAL e.k]ADMINISTRATIVE f.[]HISMRICAL 
L A W  LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute ,  or other reason f o r  the retent ion requirement) 
Need f o r  administrative checks and balances fo r  the  above period of time. It is 

a l s o  necessary i n  performing payroll  audi t  functions. 

25. AGENCY R E C O M N D A T I O N S . ~  This agency recornends :hat the f i l e  s e r i e s  be cut off at the end 
of each -[]CALENDAR YEAR -L]FISCAL YEAR -[]OTHER ,then: 

~. .. ~- 
A. [ ]Destroy immediately after cut off.  . . .~ 

B. [ ]Hold i n  current f i l e s  area month(s)/ ~ . y e a + ( s ) ,  then: 
~ .~ 

1 [ l ~ e s t r o y .  
2 [ ITransfer’ to  records center;  . .  hold j e a r ( s )  ye then: ~~ 

~ ~.~ 
- - ~ r k s t r o y .  

3 MDestroy after audit ( o r  year t s )  a f t e r  audi t ) .  
C. []Hold i n  current f i l e s  area indefini te ly .  

E. []Other 
D.[]Eold i n  current f i l e s  area y e a d s ) ,  then t ransfer  t o  Archives permanently. 

(Indicate briefly rationale for recomindations ubooe/or w r i t e  additional r e m a r k s ) :  

- - I _- -- 
I - - -. - -rr- - 

herid. Pm.I”?t a&& 
Attach Samples of the Series 

~ ..~.--- .~ 
6.. 
Hecommendations 

in Paragraph 25 

are: 

NI. 
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Questionaire- Payroll Edit File- Explanation of Yes answer for  Question 19-23 

c (15) The payroll  Edit F i l e  i t s e l f  is a sumzary of payroll 

(18) If the f i l e s  were l o s t  o r  destroyed the  ser ies  could be 
the  infonuation through the computer system again. 

errors. 

reonstructed by sor t ing 

(21) The ser ies  itself is an ZDP pr in t  out. 


